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Using Google Drive for FCRB Files:
Confidentiality and Electronic Case File Management

Why is the Child Advocacy Board transitioning to electronic files for FCRB?

As time and resources become more stringent, it is imperative that our agency look for
more cost- and time-efficient ways to prepare and share case file documents with local
board members and facilitators. Resources are used for supplies (paper, file folders,
labels, envelopes, file cabinets for storage, etc.), postage (stamps and shipping costs)
and a significant amount of staff time is needed to prepare hard copy files for each
board.

More importantly there are hundreds of confidential documents that are shuffled back

and forth between offices and local members that are difficult to manage and ensure the
confidentiality of to the best of everyone’s abilities.
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This method also has many benefits for our organization that include:

1. Enhanced security of confidential information by maintaining all
documents in a shared folder that requires passwords to access;

2. Cost-savings for CAB (Reduced paper, toner, file folder
expenses, postage and shipping costs and shredding costs);

3. Reduction in staff time spent on copying allowing us to redirect
their time to other tasks to enhance the FCRB process; and

4. Reduction in file storage space.

Savings Example
Copying for 7 kids on one board
86 documents x 5 (board member) copies = 430 document copies
Copies required roughly 5 reams of paper (2500 sheets)
7 inches of paper that will be added to prior folders.

Ultimately, moving to a less paper system for FCRB case file management gives us
increased security of confidential information, cost savings, sustainability of the current
boards and potential to expand and review more children.

If a board member does not have internet access in their home or
equipment, they need to consult their coordinator about other ways to
access the electronic files.

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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Board members will continue to receive a monthly packet that contains a copy of
the agenda, LQ worksheets, Barriers to Permanency sheet for assigned LQ,
folders for each child that contain the most current copy of the case permanency
plan, social history (if available), previous FCRB report and most current court
order. Board members will add their notes to their folders. The folders will be
turned in at the end of the review day.

Getting Started
Everyone will need to set up a free Gmail account in order to access the
confidential information shared for a review day.
If a board member already has a private Gmail account (no other family
members or individuals use the account or have the password to the
account), you do not need to create another Gmail account.

Steps:

1. Inyour web browser, type gmail.com

2. Follow the prompt to create an account

Google

One account. All of Google.

Sign in to continue to Gmail

shirley. hoefer@dia.iowa.gov ‘

Find my account

One Google Account for everything Google

G Mmoo L @

3. Make sure you keep track of your password. This is a password that is unique to
you. Recall from Security Awareness training that a strong password contains: a

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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combination of lower and upper-case letters and at least one number or special
character (@, #, !, etc.)

Email Alert

In order to gain access to the electronic folder for the review board, members will

receive an email with the Subject: Invitation to view. The email can be sent to the

member’s primary email address. Board members do not need a Gmail account to

receive the invitations.

e |If Gmail is not an email address that is checked on a regular basis, CAB staff do

not need to have the Gmail address and will continue to send invitations to the
board members’ primary email addresses.

The email will be sent at least 21 days prior to the review day in order for board
members to have time to read and prep the cases.

- Inbox
| B0 From Subject Received Size
= Date: Today
| Shirley Hoefer (.. Dubuque 2 - Invitation to view Thu 11/17/2016 7:31 PM 23KB
- g : | Thu 11717/2016.4:23 PM 1648
. i+ Goellnitz, Cindy... RE: Finalized Linn2 November reports Thu 11/17/2016 421 PM 13KB

Gaining Access to View Confidential Case File Documents

1. Open the email and it will look like the image below
2. Click on Open

From: Shirley Hoefer (via Google Drive) [shoefel Other Actions Sent: Thu 11/17/2016 7:31 PM
&3 Hoefer, Shirey [DIA] Perform other actions on this item,
Co
Subject: Dubuque 2 - Invitation to view
. . . - . &~
Shirley Hoefer has invited you to view the following shared folder: w

Dubuque 2

=

e flles for FCRB December meeting.

Google Drive: Have all your files within reach from any device. Google

Google Inc. 1600 Amphitheatre Parkway, Mountain View, CA 94043, USA

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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3. Log into your Google (Gmail) Account

Google

One account. All of Google.

Sign in to continue to Google Drive

Shirley Hoefer
shoefer0517 @gmail.com

Forgot Password to Google (Gmail) Account
Remembering passwords for multiple accounts can be cumbersome. To recover a
password, follow these steps:

1. https://accounts.google.com/signin/recovery

2. Enter the email address for the Google (Gmail) account

3. Click Next and follow the prompts

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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Viewing Documents
When you log into your Google (Gmail) account, it will take you directly to the shared
folder the first time you open the link from the email you received.

Each board folder will contain:
1. Copy of the most current agenda
2. Afolder for each child on the agenda

'|'3I'oc- X | M Inbox (2)- shieyhoefer X | fy D1Febi7- Google Drive X / & Dubuque2 - Google Dri % '\ ] State of lowa - Calendar X

& C €0 | & Secure | htips://drive.google.com/drive/folders/0B-FpC3pFryCgeXlIYOplaXZmbVU

Drive Q SearchDrive . = 0

“ Shared with me > Dubuque 2 v ‘&% n 0

y O My Drive Name 4 Owner Last modified File size
an  Shared vith me B Jackson Myers Shirley Hoefer Nov 17, 2016 Shirley Hoefer -
O Recent )

B JaneSmith Shirley Hoefer Nov 17,2016 Shirley Hoefer -
‘.'. Google Photos

B JohnDoe Shirley Hoefer Nov 17,2016 Shirley Hoefer -
% Stared
- B 06Sample FCRB Agenda.doc me B:41 AM me -
§  Trash
4GB of 30 GB used

The agenda will be stored as a Google Doc so that facilitators and board members can
open it within the folder. If an agenda is revised, the current agenda will be added to the
board folder.

Each child’s folder will contain:
1. A Late Mail folder (if applicable)
2. Case file documents.

There are a variety of ways that the board folders can be set up. Each Administrative
Assistant has a system in place to organize the children’s documents. The following are
the two most common systems for organizing the case file materials.

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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1. All documents received since the last review along with the last FCRB report are
in the folder. All old documents are in a folder named Old Documents within the

H )
child’s folder.
M Google Drive 7 - shirley | % | &g lackson Myers - Google % | [ State of lowa - Calendar % | [ eFlex X - o x
& C 6 | & hitpsy/drive.google.com/drive/folders/0B-FpC9pFxyCoeFRTVWRVSWYNVIQ @
Drive Q,  Search Drive v 0 e
Shared withme > Dubugue 2 > Jackson Myers + & = 0 %
) g My Drive Name - Owner Last modified File size
an  Shared with me B 0ld Documents me 1:34 PM me -
(© Recent )
& 2007-04-20 Order Review Hrg (Myers).pdf 2% Shirley Hoefer Mow 17, 2016 Shirley Hoefer 158 KB
4% Google Photos
@ 2007-04-13 CASA Rpt (Myers) pdf 2% Shirley Hoefer Nov 17, 2016 Shirley Hoefer 610 KB
w  Stared
— I 2006-10-29 Family Team Mig (Myers),pdf 2% Shirley Hoefer Neov 17, 2016 Shirley Hoefer 819KB
B Trash
B 2006-10-12 Order for CASA (Myers).pdf <% Shirley Hoefer Nov 17,2016 Shirley Hoefer 128 KB
4GB of 30 GB used
-10-12 CPP an i ' Shirley Hoefer
= upgradesiorage = 2006-10-12 CPP (Myers).pdf Shirley Hoefer Nov 17, 2016 Shir £ T18KB
& 2006-10-03 Social History (Myers).pdf 2% Shirley Hoefer Nov 17,2016 Shirley Hoefer 334 KB

Old Document folder — this folder is included because it contains historical
documents on the case. It may not be necessary to even open the folder as the
current information since the last review is contained outside that Old Document
folder. The information reviewers will need most is the current information.

2. There is a folder for each Review Date within the child’s folder and every
document received for that particular review is stored in the folder.

M Google Drive ? - shifley.! X /' & Jackson Myers - Google x | [ State of lowa - Calendar % [§ eFlex X = a s
& C (0 | & httpsy//drivegoogle.com/drive/folders/08-FpCIpFayCacFRTYWRVSWVNVIQ Q|
Drive Q,  Search Drive - ] o e
Shared with me > Dubuque2 > Jackson Myers » &% m 0 2
» My Drive Name ) Qwner Last modified File size
a  Shared with me B 20070606 me 1:37 PM me -
Recent
O B 20070304 me 1:37 PM me -
1'. Google Photos
B 2006-09-03 me 1:37 PM me -

Y Stared

The Administrative Assistant will establish a consistent organizational system for the
electronic folders in order for facilitators and board members to become more familiar
with accessing the case file documents for each board day.

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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Navigating within the shared folder
1. Begin by opening a child’s folder.

2. Documents are filed by date so that they are chronological within the folder. This
allows for viewers to read the case in order as the events occurred.

3. Each document will have a descriptor in the document name that shows what the
document is.

My Drive > Dubuque 2 > Jackson Myers ~ &% -1 (
Name ~- Owner Last modified File size
jpor] 2007-04-20 Order Review Hrg (Myers).pdf =% me 6:17 AM 158 KB
ZE  2007-04-13 CASA Rpt (Myers).pdf =% me 6:17 AM 610 KB
——
jpor] 2006-10-29 Familz Team Mta (Myers).pdf =% me 6:17 AM 819 KB
jpor] 2006-10-12 Order for CASA (Myers).pdf =% me 6:16 AM 128 KB
jpor] 2006-10-12 (ﬂMyerS)‘pdf % me 6:16 AM 718 KB
E 2006-10-03 Social History (Myers).pdf =% me 6:16 AM 334 KB
E 2006-08-02 Order Adjudication (Myers).pdf =% me 6:15 AM 158 KB

Tip: Change the view of the Google folder to thumbnail by following these steps.
You will see the documents, still chronologically, but now you’ll have a glimpse of
the first page so it's easier to recognize a CPP from a court order or FSRP
provider report.

vahoo % '\ 1M P 4E-Ineligible Placerr % & Jackson Myers - Google State of lowa - Calendar - ¢
€ © C @ Secue | hitps//drivegoogle.com/drive/folch 4jAyMQNHQIA o
Q,  Search Drivi - # 0
My Drive > FCRB E-File Pilot Project > Sample Case File > Jackson Myers ~ &
» B Mybrive Name Ownes Last modified File size
mn»  Shared with me B 2006-09-03 or Old Documents
©  Recem
B Late mail
4+ Google Photos
&  2006-10-03 Social History (Myers).pdf %
W  Stared
. 2006-10-12 CPP (Myers).pdf &%
| ] Trash n vers)p
@@  2006-10-12 Order for CASA (Myers).pdf &%
2006-10-29 Family Team Mig (Myers).pdf <t
== Upgrade storage o v @ (Hvers) o
@@ 2007-04-13 CASA Rpt (Myers) pdf %

Change the list view to thumbnails by clicking on the icon circled in red above.

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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Now the view should look like the following:

K vzhoo X (M FW:4E-Ineligible Place % / & Jackson Myers - Google X | I State of lowa - Calendar X
c C 0 @& Secure | hitps://drive.google.com/drive/folders/0B1lejlAjAyMgNHQtWDBxUnNvZVE %
Drive Q.  Search Drive - (4]

My Drive > FCRB E-File Pilot Project > Sample Case File > Jackson Myers ~ ‘&% o

» My Drive Folders

Shared with me

- B3 2006-09-03 or OId... B Late Mail

® Recent

Files
‘.'. Google Photos
— R lows woc

* Starred =

i Trash =

2= Upgrade storage & 2006-10-03 Social... @& 2006-10-12CPP (... & 2006-10-12 Order ... & 2006-10-29 Family. & 2007-04-13CASA .

Each document within the folder is still chronological; however, now you see a
part of the first page and can more easily identify the CPP from the court order

from the CASA report etc...

If you ever want to change the view back to the list, click on the icon (circled in
red above). We have not found a Google setting that maintains the grid view. If
you change to grid view it should stay in grid view for all folders during the time
you are in Google Drive. When you logout and log back in, you will likely have to

change to grid view again.

Although board members will receive a hard copy of the CPP, Social History (where
available), previous FCRB report and the most current court order for each child on the
agenda, the electronic copies will also be stored in the Google Drive folder.

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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4. Click on a document to open it

‘ Open with + '

INTHE JUVENILE COURT FOR WABASHAW COUNTY, IOWA

IN THE INTEREST OF: JUVENILE:
Aubrey Myers No. 17531
DOB: 04/07/91
Jackson Myers No. 17532
DOB: 06/15/95
Shiloh Myers No. 17533
DOB: 09/10/99
Minor Children. DISPOSITIONAL REVIEW ORDER

On the 20th day of April, 2007, the above-captioned matters came before the court for a
dispositional review hearing. The State appeared by Assistant Wabashaw County Attorney Conrad
Jahn; Amanda Myers appeared personally and with her attorney Susan Beaver; John Rugby
appeared as the children's attorney/GAL; Miki Getz appeared as the children's CASA; Crissy Jacobs
appeared as the case manager from the lowa Department of Human Services. Also in attendance
was Attorney Marta Noel for the Tribe of Nebraska and CASA Coach Allie Franks. The proceedings
were stenographically recorded by Certified Court Reporter Jess Anders.

The parties ack owlg i jigto rev >w State's exhibits as
identified on the State's exhl
Viewing options include:
a. Preferred method: Viewing the document as it opens in the Google view
(screenshot above). Scroll up and down to read through the document.
b. Open with drop-down at the top (red circle)
c. Download (blue circle)

Because this is confidential information, it is not advisable to download
documents and save them to a USB drive, computer, tablet, phone or other
device. However, due to limited internet access and/or data plans, it may be
necessary for some volunteers to download documents so they can read them
offline.
Note: If it is necessary to download and save the documents, board
members must adhere to the provisions outlined in the Security
Awareness training for protecting confidential information. This is
the annual training that Board Members receive in
November/December. Most importantly, keep the flash drive in a
secure location and delete the files after each review.

Increase/Decrease size of the document
Google provides viewers with the ability to increase or decrease the size of the
document in order to adjust the font size for the individual user.

a. At the bottom of the viewing screen you will see how many pages long the
document is.

b. There is also a — and + sign where you can decrease or increase the view by
clicking on the appropriate sign.

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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Advancing the documents in a child’s folder

Google Drive provides the opportunity to advance through the documents within the
folder without having to close out of the document and opening the next one. Viewers
can move through the child’s documents in chronological order.

1. To advance to the next document, click on the arrow to the right in the middle of
the screen.

Open with ~

INTHE JUVENILE COURT FOR WABASHAW COUNTY, IOWA

IN THE INTEREST OF: JUVENILE:
Aubrey Myers No. 17531
DOB: 04/07/91
Jackson Myers No. 17532
DOB: 06/15/95
Shiloh Myers No. 17533

DOB: 09/10/99

Minor Children. DISPOSITIONAL REVIEW ORDER

On the 20th day of April, 2007, the above-captioned matters came before the court for a
dispositional review hearing. The State appeared by Assistant Wabashaw County Attorney Conrad
Jahn; Amanda Myers appeared personally and with her attorney Susan Beaver; John Rugby
appeared as the children’s attorney/GAL; Miki Getz appeared as the children's CASA; Crissy Jacobs
appeared as the case manager from the lowa Department of Human Services. Also in attendance
was Attorney Marta Noel for the Tribe of Nebraska and CASA Coach Allie Franks. The proceedings
were stenographically recorded by Certified Court Reporter Jess Anders.

The parties acknowle
identified on the State's exhibiliZEeH

imato review State's exhibits as

2. Toreturn (or go back) to a previous document, click on the arrow in the middle of
the screen to the left.

Open with w S= g s — LP N
d neglected children in lo

dvocating for &

TERRY E. BRANSTAD, Governor CASA and ICFCRB Pro
KIM REYNOLDS, Lt. Governor JUDGE GERALD W. MAGEE, Chairy

. JAMES A. HENNESSEY, Admini
§
CASA

FOR CHILOREN

CASA REPORT TO COURT
Review Hearing
Date and Time: 4/20/07 at 1:00 PM

Jan Shelton Allie Franks Miki Getz
CASA Coordinator CASA Coach CASA Advocate
Court Appointed: 10/12/06

Regarding: JVIV: DOB: Age:
Aubrey Myers 17531 04/07/1991 16
Jackson Myers 17532 06/15/1995 11
Shiloh Myers 17533 09/10/1999 7

Report Date: 4/13/07

Page
Persons Contacted (since CASAA

|ma 9 o a8 B

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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Returning to the child’s folder
Once you’ve read through the documents and made your notes for a child’s case, you
can easily return to the child’s folder or the board folder.

1. Return to the child’s folder by clicking on the child’s name on the top toolbar.
2. Return to the board folder by clicking on the board folder name on the top

toolbar.
My Drive % Dubuque 2| ¥ Jackson Myers ~ @ 2 © B : - i |
Name Owner Last modified File size

2007-04-20 Order Review Hrg (Myers).pdf =%

5 2007-04-13 CASA Rpt (Myers).pdf =% me 6:17 AM 610 KB
@5  2006-10-29 Family Team Mtg (Myers).pdf &% me 6:17 AM 819 KB
@5  2006-10-12 Order for CASA (Myers).pdf &% me 6:16 AM 128 KB
E5  2006-10-12 CPP (Myers) pdf 2% me 6:16 AM 718 KB
m 2006-10-03 Social History (Myers).pdf <% me 6:16 AM 334 KB
m 2006-08-02 Order Adjudication (Myers).pdf =% me 6:15 AM 158 KB

Clicking on the board folder name will take you back to the folder where you can
access the case file for the next child.

Search Drive v

H

My Drive > Dubuque 2 ~

Name -~ Owner Last modified
E John Doe me 6:22 AM
P Jane Smith me 6:23 AM
P Jackson Myers me 6:14 AM
P 00 Late Mail me 6:14 AM

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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Review Preparation

Once you open a shared folder, you will have ongoing access to the folder and will not
need a link to access the information each time you want to read and prep for reviews.
At any time leading up to the review day, you can access the shared folder by following

these steps:

1. Login to Google (gmail.com)
2. You will be taken directly to your email

3. Click on the 9x9 grid in the upper right hand corner and a box opens like the

image below.

- =
® QA ¥ H
.e - e
le- here it is. Jim He L gnd
e Have a great wee -7
will need to provide My Account Search Google+

e light on the issue 1
heduled a brief meel

™~

requested a paterni Mail

A
-

| continue to receive

Calendar

month survey report
r@dia.iowa.gov= W

scurit completes apg
‘e for you. On Thu, J

[}

heets Slides
agister com/stary/ne

Docs

r the temp agency fo
oy RO Sites Groups Contacts

day, January Sth to §

sugh. Shirley Hoefer

ospital’ as placemer More

mber 29, 2016 11:23 Amr,  FUEIEr, STy <STITey. oS gan s
ITS— he is going in Thursday for ancther heart cath prc Jan3

4. Click on Drive

5. The drive screen should look like the following although you may not have

documents or folders in the My Drive.

M Inbox - shirleyhoefer@: X ) @& My Drive - Google Drive images for shared electr X

C | § Secure | https://drive.google.com/drive/my-drive
'R Drive  Q Search Drive -
\—-.f
I ) g My Drive Name - Owner Last modified
an  Shared with me BB state Board Meetings me Dec 20,2016 me
O
BB FreGoogle Attachments me N

‘.'. Google Photos

File size

6. From the menu on the left, click on the Shared with me and the files or folders

that have been shared will be accessible.

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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7. Locate the folder that was shared and open it to gain access to the case files for
the upcoming review.

1) S Drive
-

Dg My Drive

.  Shared with me

@ Recent

- Google Photos

Y Stared

B Trash

4 GB of 30 GB used

= Upgrade storage

Q Search Drive

Shared with me

Name
Earlier this week
1-1-17 Cases

ACWAC 1-4-17.¥lsx

B D2Jan17 IP Replies, Notes, etc.doc
Older

h Fn\vugrt; 1 2017 Sratt 1 EF‘HB
B Dp2Jam7Files
3  D1Jan17FilesCC

B Dubuguez

Shared by

G Emma Hoefer
o Amy Carpenter

@ Carmen Cameron

@ ~nnEmpen
@ Carmen Cameron

’@ Carmen Cameron

e Shirley Hoefer

Sharedate

Jan 5, 2017

Jan 5, 2017

Jan 3, 2017

Dec 28, 2016

Dec 19,2016

Dec 19,2016

Nov 17,2016

8. Once areview is over, you can delete the folder from your Shared with me. This
will help maintain the storage space on your free account. Additionally, when
those cases are reviewed again, their most current folder with all updated
documents will be shared with you at the appropriate time. Administrative
Assistants will not be keeping up those files on Google Drive.

Late Mail

1. Administrative Assistants will continue to add late mail
documents to the late mail folders in the children’s file
folders leading up to the reviews.

2. Courtesy emails will be sent to let board members know that new documents
have been added to the late mail folders. This typically occurs one week prior to
the review. Instead of mailing late documents, the documents will be uploaded to
the appropriate children’s folders in the Late Mail folder.

3. Members do not need another invitation to view the folders. When board

members prep for reviews, they will check to see if anything has been added to

the Late Mail folders.

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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4. After reviews have been completed for the month, the AA will delete the folder
and then add the next month’s folder to Google Drive to begin the process over
again. Each time a Board folder is added, the AA will have to invite you to the
shared folder.

Logging Out of Google

It is important to always sign out of Google when you are finished with your work. This
closes out the account for the time being and protects the confidentiality of the material
stored on the Google Drive.

1. Upper right hand corner, click on the circle icon (it typically has your initial or a
photo of you if you uploaded one).

2. The pop-up appears.

3. Click Sign out

4
T
mmm

Shirley Hoefer
shoefer0517@gmail.com

Google+ Profile Privacy

Add account Sign out

6:14 AM -

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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OTHER TIPS FOR VOLUNTEERS:

Note-taking

It is critical that board members use the Lead Questioner worksheet to take notes when
reviewing the case file for each child. This is a tangible document the lead questioner
has in front of him/her during the review and should contain the notes gathered from the
electronic and hard file documents in preparation for the review.

=] Lead Questioner Worksheets can be used by all Board Members
! and not only the assigned Lead Questioner. The current LQ
ﬂ'& Worksheet includes pertinent areas that address requirements of

Illllllllllllllli

the Preventing Sex Trafficking and Strengthening Families Act.

Any notes that Board Members take shall be kept in their corresponding child’s folder
which will be returned at the end of the review day for storage at the local FCRB office.
The notes will remain in the folder with the case file documents.

CAB Staff is working on developing an electronic version of the LQ Worksheet for
those volunteers who may benefit from typing notes and/or copying and pasting
information from documents over to the worksheet template. As this becomes
available it will be shared with all volunteers.

What Board Members Can Expect:
1. 21-30 days in advance of the board meeting, board members will receive a
minimal packet that contains:
a. Agenda
b. Folder for each child that only has a:
i. CPP
ii. Social History
iii. Last FCRB report
iv. Most current court order
c. Lead Questioner worksheets
d. Barriers to Permanency worksheets

2. Atleast 21 days in advance of the board meeting, board members will receive an
email Invitation to view the rest of the case file materials for the upcoming
review day.

3. Items to view electronically include:

FSRP reports

Court orders

CASA reports

Any other documents available for the child(ren)

Current agenda for the day will be stored on Google Drive

PO TO®

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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4. Once the meeting is over, the board folder on Google Drive should be deleted.
The next time those children are reviewed updated folders of information will be
added to Google Drive and shared with the board members so everyone has
access to the entire file.

Transitioning toward electronic case files is a change that through training and

experience will become easier for staff, facilitators and board members. It will take time
to adapt to this method and there will likely be some growing pains along the way. ICAB
staff is committed to making this transition as smooth as possible for everyone involved.

If you need additional training or have questions, please contact your local coordinator
who will make arrangements to meet your training needs.

Screenshots in this training guide do not contain confidential information as a fictitious case was used.
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